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s a.ro al o 
r cord • How v r, repair an maintonance riod out by 
t c ho~ 1 carp ntry dep rt eat ro not rocord d. Tho 
o p ry d p t t ita 1 docs not keop any books as to 
h ount of work one. fhc ontirc co t o rwmin that 
d rtment i 1 ped together and reflected as c pit l 
oxp nditllro. It is rooommoxidod that proper e.llocqtion of 
co t bo e t bli bod o a to onsur a better m tohi of 
co t and rovcnue esido the intern 1 control advo.nt 
• 
Tho ioco o of the Bowling 0 ntr is co prised of 
th followinac 
a. B wling 
b. Shoo rent l 
o. B s los 
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r r ticul re re ckiao poa 41 
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i rd . 
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t • 
( ) 
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n c nttr 
I I Coupon 
I I 
Ci y Aeco ts CoTn 
I 
~t tW' C wVO 
Olttb () bor-s 
Coupon 
I 
r-thur' c ~o 
Clnb 
I 
equo ~ i. 'b .. 
Poiiiy Ca. h loo.~ of 
700/-
I 
in f.! hi r 
I 
oc l.p' 
I 
C R ceipts 
ook Un
ive
rsi
ty 
of 
Ma
lay
a
ntr • 
my ch con on..- fr 
cou on ar 
agor 011 th 
fl r ·Of ·th Bo in 
:r t st tur 
i l d 
d ro ound into boo·• ot 
mnio out 6-r tbe n ber d th vnlu o 
• 
Ch" t ma out cm a f of ci t;y ccount s on 
ol rk o onto~ in he bo l · g eontr· 
-... .• H .... ,. ... J. d tor cord. !be monthl7 
ro < b ~o to ci ~ 
ocotmft btors or dito to coupon t. . i n 
o on. bohnli' ot Ar hv•s Ci :vo. 0 .u.b e b r ont do 
h r• ~s C ub ich •ill colloot 
d pay th b i 
Th co • c h. Th o s i r on 
c h t 8X1C ~ o t c~upons 
i ued. th o tor collect 
eou ns but tag thom thro t o O nh ro i tor 
1 • At th or tho d ~ th o shio~ de up th 
rec i• d and an qui ent ounti of 
tlo t of 100.00. en '\be 
t i lov ·ho cou on o.r t to i ocount 
do . tmont in tho co.so of ,tt;r ccoun Olld to s c 
Dl h in th c o of 't cu or d t contr s 
r i buJ" d by ft amoun"ft oquiva,len in T&lue to t o coupon • 
In th ccount epnr t tbo 1· ei lnt~ e oat of coupo 1 
pu.t tho CaSh e.ym nts boo pos·tcd o the o it o 
co on in the lotl r. 
(iii) 
co 
Ia t c 
ro.to ch ·t boo i 
eordo4 on 'f;b$ thre 
i di t ly 0 
o ch o ~o o i nt 
iosnod. I? ticulara d ount 
co >i of 'th A chit d .be custof!lor 's 
to 'b o btll el l"l ~ Ga rill b-0 
Un
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t-ho Chi.f or t,o rQ m ur o 'the bo iing centre 
llu.n o Clbe..r o chit till e m o out to tb 
nmin-1.nt. bo l g con: ro 11 tr i a 
ales. 
{i ) 
Cro it los x-o r ... :t-04 t.o co p ies h a oadin 
ccount i h tho bo ling cont ~ Hor lly ch com i 
~ · te s in ·:.h loagnc eompO'fiition or cori&. 
tnt£ r allo ocl t chn.ri o to corttpany•s account:. A oci l 
o t bo u 4 tor th v -0 o cu to or' obit i 
cnt to tho m . r ith tbe seor h 'ha butt at.i;eohod. 
;.rh p tic ! o So nl 
b oc cntly btor L s. 
en h u l to h c .lt t r 
-~ .. ~or' ' o by th 
g on 
In tb.e on 
ch t will b eorde 
pa.i tor bY ho m g r 
-case ho score 
· r taiJM)d. by the 
tor 
(v) 
11 it aa cash 
re x o tr tors 
ors 
loo.'h s hort of ·ho 
or it o.l boa and rill b 
re ~h flo t i rei bur o • I 
t lo o1;l t ill bo 
o'b 1 o b7 °'h It v i culai-
fl o& t • 
t,a.tt m rnbor ot tho hot 1 e oh n d 1.20 
\ QODC '&ion of 30 c~ .)~ u t bo pprovod 
ith r b7 t o nn r or th i t t ·-"''"'iM~"'r o · l 
i tbo b ck ot the scor sh ot butt "Ho-tol Stet "• 
o c od! cility is xtand d o m er ot t at ff. 
- 36 -
Un
ive
rsi
ty 
of 
Ma
lay
a
(T ) 
SpC>naor •r r quirod. 0 oontr1bu'b pJ'lzes, wi h 
b in ,If pon ore ro oi- t o o lin 
to ob aih th 
'\If. th tho 
11 b 
tr 
.r ieh 110 
Gd i 0 of tb 
th ir ding cc unt 11 
hon f i to th . onsor 
nt trance f 
. fl 
l bo 
c d ic , •t.le or•, 
shoot • Thi tn.c:ll ty 
it re n le h 
co ont ~ d 1 pos~ , d th 
~ r t ino • r Qrodit le Jl no 
chit will b .it ou.t and h d d to -tho gor. lt is 
hi r spoa ' bl i y to num r o o~~ ohni.~ 
r u r eao o M- > not r. i u • 
• t:tt 1"0 od t<> • ty 
ccount t R · id nt- ·bur's C~vo Club m b r ml 
111 ccount e o ¥rl • • 
- ) ii -
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- nrrn. AL CON'.rao J 
· Includ d. tor di ett on. ib th· n 
Dr on Court, t e OfUl'l lot ·.Room.t tb:. boo 
Oen r bar i~ant. Tlie C olot Roo on.tors only fo-.r 
i ht ref d •a.ck.,,, the . boo n r i oesen-ti lly 
b r cl t,l n Court is ootb er ni t•elub lilnd e. r. lfl u 
ie p oeo tJ.r · for tile t.oJ.d.n"" of ord · 1 sottiat) a t uing 
o (chi~), colloc'hion of co.. head ollarging t.o c ouu..., . 
soJ!Vico oont~es. For convo io 
al t i proc ure ill bo d.imtuas d be M.d tho 
ccount ct $f ante will be d alt with in t no 
di t r. 
Sn. (rotor te ~hni-t 7) 
th i "bor tak the ord. r on pronumb . · cd < rr • 
c first co ~ i g'von to th tch or tho es a 
r quis11'. "'on ordor tG ho s rvod. e cc ntl copy goo t > 
iop rtmcnt en. hi • vho ri.11 e.ko ou~ -the nlo chii~ or 
bills. Thes ill be pro nted to tho cu tomor or pB:JTLtont 
r or his_ signaturo ,, th i--osno1't·t. to ca.nil e.n<l cl' dit a.l s 
re pcet,i ly. Ca.ah collected from the ca.uh Gal a.r 
d poe od with ~ chi&~ ca or t tho nd . ot the d y for 
ieh reeoipt t obiad.n tl. Chit igned by r sidents 
1111 b h d to th illin cle for po ting ~o th 
1odgor • City Aoco t d ~ t oh t r 
to th Account n p t ont, All 
erodit aro r corde on Da~l7 a 1 • 
Bo t or· t tf conaump on 1 tro 
e con d ~ t ff be 
~ ti 
o in tho 
copy o lo d i t tho c tpt rom c shi .r 
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CUSTOMER WAITER 
Orders 
t aken 
KI TCHEN 
__ ...,. __ -.;~~~ .......... ____ 1 ... ,,orders] 
I 
II 
11 
l 
DEPT. CASHIER BILL ING CLERK CHIEF CASHIER AQQQIMS preABTMENT 
l ord~ 
2nd ~  
l.::1,1-~--------~--------r--- chits ....... ... I chits l_ __ :::.:.:_J '~ ._,.. ____ ._Jl.j..""-""------------------+----~----------"""t----r 
1
2nd copy 
l 
11 I 
I 
ti L----J.-~~---i-t: Jt\ cash s111 '"S -:- ~ ....... n ... cash collect-Inn ... I 
................. Q.&;;1.W~~~~;;;,,;--Fii'--+r 
city l:lccounts. resident 11 ~counts & staff .. 
~ 
Chart 7: PROCEDURE FLOW~HART FOR B~R & RESTAURANT SAL~• 
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and the summary rill bo collected by the t\rn chit cle ks 
from the Accounts Dep rtm nt the next morning or posting and 
annlysi • 
In catering for large p rtie the no·rmal s es 
procedure is dispensed with.. rder~ are prearranged and 
normally e. written or Yorbal arrangement Till e entered into 
th reg rd th food, the n her of poopl ~tendin and 
th charges. Sub equently, tho toi>e.l a.mount will be dobitod 
to a. dobtor• e.coount in Ha.rlequin•s books. 
For night-club rvicos a tteever ohargen mo.y be 
le~ied on thc ' cus~omers. Thi ia to defray Fa.rt of ho co~t 
f t o i'loor-shQ • Ai; times tho show may bo ponsore · by 
o o commercial or a.nitie..tiona.. ltt. thi8 ca.se tho 0 covo11 
eh rge• ·11 e<> to the orgtmization. 
his aspect ris s from the specialized n tura of 
t e Ca elot oo n.nd the a boo B r. Wh n a customer orders 
. 
thin not availa lo Ln that dep rt ent the itor in 
:ill acquir it from tho oth r. Tho acquiring 
ill. pa.y tho .. ount o t of its own co.sh flo t 
d •ub quently include it in th oustomor•s chit, 
on o. O'ustomer requ sts that his oh.it·s be charged 
to his ceo t b is r quired to sign d to give hi coount 
nwnbor or room number or a City ccounttlo.nd Resident Accounts 
r spoctivoly. The problem of identification arises 'When tho 
iter or the .cashier is not able to recognize the customer. 
There i$ no w y to determine the uth ncity of the signntur 
or the umber ithout causing so o mbarr«sment. Thero are 
time when regul r customers leave the chits unsign~d but 
merely r que.st that they be cho.rgod to their ccount • 
Sub quontly when the chi ts wore J>ro ented for po.ym nt thoy 
- 40 -
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. ! so m. rone of be xpendi tur • Tho ab nc of 
hoir s atu ab ol e ~b fto. ~ lic.bilitios. 
11 c · ould bo s 
round. Ho "f'or·, 
y by ~i\.io credit 
er dit c rd mu.y 
o~nveni u 11' 
hould only to 
c tion if -th y h "°e 
u ... .,~..,,.....tur 
d a t s to t o ~ encity 
t mbe • 
Ho tood may be is ued fro tbs ld\cbcn unl ss 
ord r slip s ~on iv d th tllo noco 
pl , th i at wait r 
tehon clorlt is r0 po · · 1 
f o d i u t t d of ~ 
vith h wst of atoo u ed 
r conoilintio 
S rJilarly 11 s le of drink. mu ~ be $U ten.ti t ~d 
y o~dor al p. ho ount ~f liquo i od re ocord 
on n. ohn.rt 4 toto.llod up at tho d of t o d Y• I oso 
t~ttl r compared ith those of ~h orders accounted fo~. 
E on d:r t sue t. m b r of th t.o lo ol m ent 
group m ri be a.ecompanicd by or r slip. Bo.ch moniing 
:r <Jb.iof o tha boo B uho 1s in ob r o 1 tho 
in tho hotel altos a roun<l et th bo.1~ d oh · tho 
tock to a t~mine the omit of liquor naod u11 d.w.".itag th.o 
pro i u 4tiy. 
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L CONTROL fHROUQ E ACCOUN ·JHG SI T 
no la. 
provided by the hot 1. 
r .. e.i ca l;y o 
ficiont 
int rn ionn.l 
a is on th 
o hot 1. 
oil t d alt inly ith h 
· Control proe:eduro in tht>se B-rco. 
:r tivo n 'buro vhieh holp in t.h 
1 · · tainin it on 
eh p er will lay gr t r 
c trols o boin prneti d by 
hi ch pter should be r c njunction 
Int rn tl Control ionnir in A p dix I . Wh n 
o o cote th t nly eort n 
t•on d d • t ~e 0 au a. Wb.~ the 
to th · first of a s ios of q~ tionn l ne ttv th 
t oft ue&. o uld uot b · inelud ·d n thoy mul 
:v· hoc , c on- lict ble.. In th ob.nptor tt mpts ar 
O.<lo t o a.void duplioa.-ting c uotrlion w .rod in th Intorna.1 
Co trol QUo tion irG. 
Di cu J:o on t o in ern l co trol thro th 
oeoun. iJ1 syst inc ud s ch things e budgei>in • co t 
yni , ae reporting, functliuno.l dJ..vi&iori of 
r s1>onaibilitio llll t. o p~op l" ~ cord ng ct tran ctiona .. 
Dofor di cu sioo pro or t 
ro t ou th • th i re pon iblo to~ 
t coll et on of .. ho tor of Ba:rloq in Sd.n. B :rho. n.d 
th p n"h of tho e t of lla.rlu uin. l oth r wor s ho 
d crodi\or ot Jla.l'l quin S®• Derhad a.re .in Hottel 
Morlin • boo • 1'b s ·i "'>O i >la t.hrou.( b. in or-com 
ol a.r ng o.ccoun:t in of both oomptm.ios. 
ept re a ollo s1 
1. Gener Lo er 
· - 42 ... 
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6. 
7 
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ur • 
(1 
.......... "'r ... nitl Ace 
City Aecoua · 
11 t.>Ok 
1 
City ACCOWlt 
i 1'11& coo t 
dry 
id into: 
ot pu ho.s 
o f l. <t: · at 
ldo a t ta 
fbo uroho r pur h o · ro 
r et d ily. 1 
1 i to b 
c eape t au lier 
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o k. from 
tr sh ch Ct d 
ttor ob c 
t to the 
th pure 
c h' 
8 
co t r 11 
QUi. bill , 
ia tJ 
upp r I>O si lo, r 
th zo ca.sh uro sos., i · · ·tel un elur t t11on 
ini tie.ls th bill ta incH.c o v Jt~ovn. • l.'h 
pu o ael' is 1·0 u1· ed by 1 oan or a chcci.u 
ov ry ton d. y • n ith a o of t ChitUHl 
r t urt.\.t\t· pure u Co d ry tif'tucn flay 
in th c o of t rostaur t 
purchn ~ho Be ill bo paid by tho cro ·ar;r 
to th. Mano.gin.-Di:roetor who co trola th 
choqu book • Th <)hoque b ~ts, sup or'ttocl by 
c bills u nd to wi o up co. pure a.so 
1 i aimil r to ... o ... ty en • 
h dition c l cu ti a.l'e c e'<.t od by 
& olcr a the Accounts D p m nt. 
(11) 
Th h o or m out a. Sf, r r o 
to the r qniro items 
0 the r tor a.p11ro l • on 
t order to 11 be t tod th tp~lior 
d t o it pr·oe of ch i~ • On roe ivin 
- 4 """ 
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·tho p iroved ord r tho 1'1or keop r ord r 
the oo b7 phono. Th li.nvoie . acoo par.ty 
tb elivery Ot th COoU he Or I p0l' 
cks s to invoic and or r rrn (noto th i; 
th or r fo i only or tntorn l uso). The 
r 1:. n er d · to th coivod 
ay book. QQ e individual b oard ( p ondix 
4. 4) All invoices have to bo author! cd bf' 
tb M ager· b fo~e tboy are handed to tho 
ere li. tor i otlgor cl o k.., 
l ~ kopt inf oNec by tho 
th · ~o t c rroAt prie. • 
UOT 
sro 
n cripti n of 
Good roquired 
Supplio!' 
to e•koepcr i~ 
uppl:i. l"S. c.a to 
o. ••••••••••• Date •••••••••• 
.Priem Rmr 
St r -"e:>cr 
oh.f do erui no •• 
........ ······•· 
•••••••••••••• 
' s Signaturo 
Some 
t 
or. ( i • 5) 
t 
n on con ignmont; fo 
lco olic ri fro 
.o fie 
u f o 
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rry $toe 
01\ 
hnnd 
Tot 
tiootl , ttLl B 1 
-on Stoo eon- sto -
$Qnl.d 
inta*nc or ood o 
~or 
.. o of 
ood.s 
Conownod 
vill oheol'" siore-keopo 
d tbu dotot•r.tin t' lOunu 0 S An 
in oioe 
will 
or · u valu of t vOC. OOl S Cd 
hen to th 
(iii) 
Goode ~.g vine, l quor or spoi ~ ttc 
OD r I rn vO t)C ppli rs ill b 
otu.rned Advi { i • ) 
n du lio "' • 
o \ho uppl·or vb 
p r. oaa r..dvic 
o f 'l: s't eopy ~ g 
o coll ct ' o t 
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(iv) 0 hor Orodi 
Otlter credit purch n 
vlina Con-ti: uipm t t 
<.U:-io 
El c ice.l fitti)l·St Print.in 
Station ry 1 · toilet, lnutl . 
a.dvcrtiaing mh:t oth r 
.mt enllnneou.s 1 to aa. 
Onpi t,r.,l purcbc.sos. 
' 
Uost &f th e pt.trch 
by ·tho Q:rot.acy ,o th 
ea h dl.d 
gins-Dir tor. 
No ort1&1: to1.~ 1 r · un ~a.. Ito ever, 1. the 
ca. o of en.pi ii 1 I el 1 os o.Cfi ci 
•-.. 
pon once l y l>l"O i<lO noe.o Ty CO tr<.>l • 
Dbo ox · r tllo s vhmov(!'tr th'> s tock 
lo -O!.· Y en th t p :rticul r i e is ~q'd ,d. 
, .ll incooi · , invoicas ho.v t<> be 
a~tho ise '3' t Manager boforn they re 
h d.cd to tb oro to s ledger clor'"• All 
pu chas s in: c oct f od1 liq or and 
bo ling e i.l.st 
o.!1 tonn.nc , 
to C\l tor r are Boto1 li ' 
Hotel forl n hns -t.·vo pur .-h a 
boo t (P\Jrcba ~ Journo.l ) one for pit l 
chasas or rov nuo purch so • 
r qui 10 , reh aon y hooks 
one to Chin food and bovlin centro d 
~ o ot for hurop an food s otion. 
er ito 
dO't 11 ot ea. h · TOic 
purclt.e.~ a day book fro 
o th Gen r 1 l . g r 
.. 48 -
cl or tors ilho 
in th rospeoti o 
hich it i no ·Cd 
d the ·ndividual 
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er ·tors aocuun a, Stf totH~b.t. t1:om 
or dii•ol' r . chockod by the redit,ors 
l dgo.r el rk to t p rliculo.r or !tors 
ooo\Qlt · tho er tcr 1 er ·eroro 
f~B-t i · e to ct' di tors_. 
· J!lor 1 no rd proQtul r. o control ovo1~ &ll 
·01 o · of too • Tho only rec. n ich tock control is 
o foctiv i"' t e eontr l gt,ore vho:i-c provis'on , liquor d 
<: ·ri in stc.tion rios c.:re kopt. Control in tho other n.ro s 
i tbol" weak, only tho cont:ral ·toro "'ec:r> t;.(lequat.o 
r cords of it receipt , i a f)u d tock on an< • Tb: s 
J? oc dur aould hie~ ·xt nd, to ·thv ot or re .... · • 
Tb p ooodu.r - ;tov rai i. stock r ec 'pts has bo~n 
m niiora· d -arli m:t.d i .s 4 pictod in cha.1·t. 9 . ~ho invoieo 
utll -ccompMQ"" the 4 l~.v•ry ot goo ' • ~o p rtioular a:r.o 
ontoro in .o tho l>i.n o ird d tho tock reooipta bo-Qlt. 
clor ~ fro he Accounts opartmont will vr.i.to tlp t 10 • todt. 
lcdg r with p rtiettlara fro th stock r coip~ book, 
(iJ 
o f. or en al capi, .i n 
si a rooui.itio form (Pig .?) 
fo..;· th. quir itc or pro...ri ion • 'this 
has o e p1>roved by t o an g r- bcfor 
1>ro o t tion 't10 · torI,-koe or. ~.rhe 
ruqu.i itton form i 
tore- p r r cor s th is u i he 
rtioulo.r bin cnrd _ d th R.oqui ition 
ook. ( · g., 8) 
.. t tho an of -the d-0.:y tlw storo--
1 o 1 r u rd ts ry :report (Ap1 undix 
4 . 5) to e Boolt- koc- or of ·t,ho .A.e'l ounts 
D p r nt • T o :r port 1•i as t..}u) daily 
-,0 -
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ch c o 11 .toe ~ 1 s: c due d by t . 
As 1 tant ol'MW~_.Ko and th store- ( 
A oloain 
(App ndi 4 
ti1 r 
(iii) 
le tho 
th 
uy 
11 b 
r o ith th 
~t ~one s · 
c rt in lt s o st tionory re p 
n. tho Cont1ral Store• " o s 
of roqU:i. it.ion is u od oild -the 
et rocor ng 4elive~ios. Ho r, no 
reeo:rd o those itom s matnt inc tn the 
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~URCHASE LEDGER D CONTROL CCOUN S 
34~ (a) Is tho purchase ledger:-
(1) handwritten; Yes. 
(il) merchenised? Bo. 
(b) If merohanised, state the system. 
{Where ledgers are replaced by use of 
the slip system, the £ollt«:>ing questions 
should be interpreted as appropriate.) 
J5.. How many purchase ledgers are 
there? 
One. 
36 . How are they divided? 
columns. 
37. J\pproximately how many suppliers• 
accounto are there? 
over 100 
38. Are the purchase ledger personnel 
independent of those responsible for:-
( a) passing invoi cos end oredi t 
notes; . Yes (b) cheque pa;vments functions? Yea 
39 . How does the system ensure that all 
authorised transactions, and only those 
transactions, are recorded in the pur-
chase ledger (e.g. by pre-listing the 
authorised invoices and crodi t notes and 
determining a total for posting to an 
independent control account before they 
are processed by the ledger/ cheque 
p1cynenta personnel)? 
No definite control procedure 
40 . How often 1 s the purchase ledger 
be.lanced against a control account? 
Monthly. 
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41. I the person o ma.int n the 
control . coount nnd effects reoon-
cilie.t!ono tndepend t of th purah e 
1 dgcr poreonnol? Yes. 
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(,4) 
(c) 
II .. L 
che ulo tf 
con-
neriod1 ol\l. stock-
• 
at to 
• 
2. l stoo'"s or bine visibly 
orkod th all rol v t in o a.tion a 
to oi z • gr do, origin d ob for hi ch 
r quired or aimil dotai.ls for 1r1ont -
io o ? Ye • 
ll 
t ed or 
Poi 13 
tock-counts? 
y • 
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6. 
ob e 
9-. ~ 
sitions? 
He 
Ye• 
d 
·oi- tert al pur-
d in pr duction? 
ft etc. 
0 
e uurch deliv red 
... 
i temo dcltvorea 
p nt or to 
c deliv d to th 
:f'ood oliv ro dir c to 
hor1ood to 
ent 
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13. rda 
(i~ no. (· 1 
{111) y 
• (iv (v 
(vi) 
( 1) f 
{b) r a1nt neds-
(1~ (ii 
(i ~ 
·o. 
14. ( ) re ,_ 
(1~ ~ . (ii o. 
(b) If 
(c) Ho era arc h e d 
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17. ro 
ntr son 
( ) receipta, ( ) os? 
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divided'? 
ntain d by 
o • 
Yo • 
ing 
or by 
eu-
~ on ibl 
l v re 
o ck 
ice • 
19. ( ) 
{ 
Yoo. 
records 
n·ro 
Mont hl y . 
ho ·nt tho 
of cct reconoi-
t of " ose ho k e. 
Ye • 
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COUNT 
ote1 In an r1 . tho est one in tbi · 
cction it may bo necessary to d 
epar toly b t e procedures 
undor continuous otocJttakings and 
p 1 oQl to t ~1 e. 
lRBLt !NARY 0 G 
23.( ) 
( ) 
lot 
Centro 
Only one eentr • 
u i-vi ion ot 
ng olf i otruo-
re n -
th the 
th 
- ).03 -
----~ ~·· -1 
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s of atoclt-oounto.re 
:t no ce tre? 
On • 
:t :l.o tho no al co post ti on o.f 
te - ? 
26. A· e t 
Oft• 
Ck-counter independent 
29. I 
m ber 
(b) 
ea. 
Yeo. 
e acr1pt1on of typ of 
tO , ntored on th took 
sheoto or card b tore the 
oount? Y • 
I not, ar t sto -t 1 
t alified to identify 
d de ori be the took? 
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31. Do th stock-count rss-
(a) r cord tho quentites on 
the stOOk ts or c et Ye • ( ) eh ck q;ual!t1tiee t.UroadY 
inserted fro co tinuoue 
stock recrods? Yes. 
,2. ( ) Are th etock-t ing to e 
coneetne :-
( i ) wit <lO 1 ti.on of t 
s o a, or Yes. 
(ii) hether thoy obsolete 
or Glo 7-t!loVing? Ye • 
(b) If SO.t now is thia 1nfo etion 
indi c tcd on t .e stock s t 
or o ·de? 
or er to 
33. Arc t stock h ets or card :-
(a) el ed by all -bero of the 
tock-counting t am; No. 
(b) oounterai d y th persons 
i cdiate1y r o ible for 
th t ck-eounti g? Yes. 
f e_t y :Book-ko per. 
135. Are stock oboe e 1ndepondantly 
I 
check d i dottlil with the rou.gll etGck 
sh et or oo tinu o r ra 
appro ri te? Yo • 
j 36. If t re e mov ente of stock 
I during he progre s o~ th etoc -co mting ho e t y oontroll d? 
\ I uee e cc d. -·---+-----~ 
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37._ (a) 
'°• 
(b) 
(c) 
into di:fforen 
th q t1 y s 
o c rds? 
Yee. 
Investigated by Book-keeper . 
39. (n) 
(b) 
( ) 
(d) 
y • 
y • 
• 
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STOOK SHEETS 
45. Is th· ricin of tho stocks 1nde-
. j pendontly checked? 
tandnrd pn ces. 
46. { ) From hat records is thi 
ch eking carried out? 
Price list 
e the prioing records k pt 
to date? 
y s 
47 oaJ.cula.t ona, ext n ion 
and additions the ocl.. he t i -
dopenden 1y ahecked? y s. 
48. Ho is thi:s checking evidenced? 
Accept oe of the Invoioea. 
-
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con-
1 ko to o:ril re 
vbo c r c iv d oth r 
on h pot - in p:r n re 
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kl: ems 
efor ordo Ni • 
I ! INVOICES OT 
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r 
s. 
1 d 
pric , of th 
( ) rta.inoil; !1 d 
( b) author! d 
lo.voices pr pare4 by p rson 
nd t of tho _ s blo for:. 
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oth 
500 incll!din 
0 r i,ooo. 
( ) 
recoiP.t 
Yoe. 
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18. { ) 
( ) 
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19. t onts c eckod before 
d a atcli? Yes-. 
lo for thie 
( ) the a o le el1 
no. 
(b) o h ocoipt £unct on ? Yo • 
(b) c h r 1 t - ct o ? 
'
I 23. 
Via 
r rsonn l pr a 
t . 
c 
I
t 1onthly. 
24. I any part! 
I' e to account o ccount 
... 112 .... 
• 
oe. 
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( ) tho n s le er personn l; 
Yes. 
(b) 0 r c ipt fun ions? y • 
ur f'o ollo 1. 
(o.) t o alos 1 r par onnol1 
(b) c h rec i 
B D DEB S 
29 l 
of oi 
ot1o ? 
r sponai 
xe • 
s. 
Yoe. 
Ye • 
y • 
s ch ppro ? 
Position 
gi Dir ctor 
31. Is bo inde en ont 011-
( ) t e sales l dgor p r onnel 
Ye • (b) c h eoe1 t :funct one? co. 
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1 
0 
• :r 
' 
YI. r 1 
0 C\l 
Tr. ting 0 f b 
• 
vi 0 ? 
r o1gna. 
th 
• 
J.Od OU by 
r c 1 ., 
Yes . 
rev1 - m de? 
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S CXIOM IV':"' OASH D B 
.--:--,:.----------- - ----- ----
POST lD RECEIP $ 
UTT C S RECEIVED BY POS'.4 
l. Do r ttances received by poet 
consist of':-
) ch u s ord s; Yes. 
) oaeh? o. 
2.. e op ord r 
rece1v d cro e only 
Yes. - not negoti blo? 
3 ~ ( ) Is a r o rd e at the tim th 
post ie openod of:- ~ .. 
(i) a d postal ord r ; 
Ifo •. 
(ii) ca h? ·o . 
(b) As altern tive to (a)(i) ar 
I 
all cheques and postal ord rs 
oro s to . t. comp y' bankers 
wh n th po t i opened? o. 
d th record 
by .a per on 
Yes. 
y s . 
( r cord of remi ttnnce may be in th 
fo of a rough ca h ok, ad n chin 
tapes or copies of re.mi tta.nce advice • 
It provides control ov r tb entr· ea 
in the cash book - d mounts paid in~o 
h bank. ~h in pe d nt 1 sting 
en · s1.1ged minimise the possibilty of 
m· ons and th o_portu.."lity tor :fraud 8 It io i portant that th cashier and th 
aille le or personnel hould not have 
cee s to the receipta before this 
record is ad .) 
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28. ( ) into th 
(b) 
29. 
OU e 
le 
( ) £ ng-
• 
(b) ank? • 
:;o. (a) f o he 
n • l 
ti on 
( ) t 
Po 
3' • ( ) Yo • 
( ) f 
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t 
• 
I t is no 0 0 0 ' 'by 
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I. 42. Ia this fu.nc lon aarx-ied out 'Y a pereon ind en ent of o b receipt function~? Yes. 
43. no is the ohocki evidenced? 
e.g. n ote.emont checked d 1sn • 
G AL 
y 
y • 
5. I thoro an ad qu to o on of 
du tie so that per na handling oa h 
to 
e and r · a i Ving coll ctiona ho.ve no 
trneme.1 11 tie for, o c n 1 ovor:-
aota? 
o fice seouro, or is 
c to ... e sons oth r t 
lier i l cat d 1 ncJ.oaur 
t other roo ption t 
• 
47. o c r1 a out the d.Utiea o the 
e hior hil t he 1 t lunch or on 
holi e;y? 
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48. ( ) 
Po 1 on 
51. (a 
( } 
( ) 
• 
r ee to 
Yoe. 
1 cover d 
UL h::>rity 
Lim t. 
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55 • . Arc c 
56. 
cont l db 
thoso ~ 
( 
(b) 
57. 0 
Choqu 
Yos. 
o equea e 
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(b) 
?es. 
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es. 
Yes. 
aur ha.t 
a.YIDeiit'tiS on ocount or in v nee of 
ro l."ly eontrollo nn 
~or'/ 
. en ta compare Vi · h Le48-er A/C; 
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tho a roa· for re > ng th 
p roll? 
Til D JO 
letters. ot 
CO I G 
14. (a.) 
co t for 
(b) On :t b 1 itJ ovortime 
paid? 
i.oo er hr. 
1.50 per hr. 
(R ter to eta.ff rooord boo cxtrac 
in p dix '3) 
15.. thorl sos ovortime? 
oei ion AU hori ty Li.mi t 
repar by 
'.r en 
Is be independent o tho a no'l~.r.iant? y • 
17. ·th 1 tion avid no ? 
e there 
edio aa.vo - o. 
Other .... arni pooa1 blo dedt otion 
of P8'Y - trone union. 
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35. ( 
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it1 c 0 7 
con ? 
ir or. 
y s . 
m.~ val eVi de o d.? 
/ • (Pay sheet) 
nu pendant control in 
y r o c 11 t on 
as o e p oVi o 
Io. f 
• 
h, 1n 
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4 • o ia o: 
from t 1~ time 
physic lY controll d 
t . r i u il •t a:-
e by the 
41. . . ·t oce ur 1 c 
fo:r t e m e- of fl6 ? 
Previous list used as basis-add 
new employees, less discharged. 
Overtime listed from O/T records. 
42 ( } e th y 
ak up 0 f l'l'H>'<l'ffH 
( ) 
.o 
3 no_ 
? Ho ,. 
( ) 
o. 
{'b) 
... 39 .. 
J 
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{c) Alternatively, are employees 
notified by means of slips 
instered in envelope or 
containers? Ye • 
XoJ.amazoo system .. 
6. e the persona responsible for the 
P~·out o:f wages independent of the pa;r-
roll propar tion? No . 
41'. Do persons p~ing the wages check 
the amounts p d, or the envel ops or 
containers, against the s s eets t I the time of ~ent? Yes. 
! 48 . ( a) rec i ts obt nod from 
employees? No. 
(b) If not, how are they 
identified? 
Signature on -/S. 
(In large or anisations or in oa es 
'\'here intern control ·n respect of 
wages is tmak, it m be desirablo for 
Ii recei ta obtained from 0s11ployees to be check d ain t the payroll for date , 
lnal)les and ar:iount ... , and for nemee for w hluh no receipts nre obtained to be accounted :for. ~hi·o check should be 
carried out ,by o. person indopendent of 
payroll functions" If 3llY such check in 
carried out. the procedures should be 
described.) 
1
49 . Is an authority required for an 
e.wployeo to collect wages on behalf of 
enother? Yea 
Letter of a.uthority or prior 
information .. 
5Q. ( a) re supri o att ndancoa perio-
dically nade t p~-outs by a 
res onsible of£icial inde endent 
0£ the wagec .. pnrtn t. .:ro . 
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SECTIO VII - ?JOHI AL AND PRIVATE LEDGERS 
AND FIUA?lCIAL S~AT:EJ ENTB 
/Non 
( e.) Arc tl e nominal end pri va.t 
ledgers:-
(1) handwritten; 
(ii) mcchani ed? Yes. No. 
(' 
I (b) If mechanised, state th~ eyat • 
2. How many ledgers e there? 
Refor ·!;o l:or:iting Papers. 
llo. are thy diV1dod? 
Refor to ·or.kill;;., a rs. 
4. What control accounts aro ru!\ ntained 
in these le rs (e.g. p"rohases and 
sales ledgers; bank and canl ~cco'.Ult ; 
de uctiona :tro ages and salaries)? 
Ref er to ~rking a.per • 
l 5. Ho T often o the nominal and 
rivate ledg rs bal cod? 
lonthly. 
{a) A.re · the ledgers ke ~t, under the j 
direct co~trol o a .rco onsi le j' 
official• by persons who a.re not 
concerned 'th other aspects of 
the accounting procedures? No. I 'f 
(b) I£ so, by 1hom. . 
Position 
( c) If not, .... i; te und r 'ti 'o 
control they e kept. 
P sition 
Bookkee er 
7. Are all postings to the le gera 
required to be su ported by ontric 
- V.7 -
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in booko of prime entry or by journal 
vouchero? Yee 
a. ( ) 
(b) 
re jo rna.J. authorised by a 
responsible official not 
cone rned in their preparation? 
Yes 
\Tho gives this authoriea.tion? 
Position 
aging Director 
9 . Are edger ntries cleai~ly reference 
to indicate thoir source? Ye 
lo. lhore regular n·cries are made ( e . g 
monthly olloc :tions o:f' her ea; accruals 
prep83'lllents) a.re the journal entries or journal vouclers standardi sod for conten 
and identification? Yes 
(SUoh sttmdardi s tion helpo to nsure 
that entrieo re procea cd pro ptly and 
thnt none arc 01itted,) 
I PERSONAL AOCOUUTS ro TRAVELLI G EXP SE 
111. Aro rsonal ccount maintained fo 
management and staff travelling exp s 
12. (a.) e the travelling exp n e 
ahaeta duly authorised prior 
to being recorded in the 
ledger? Y a 
(b) If so, who is responsible for 
this function? 
Position Authority Lim t 
Me.naging Diroc~or 
(c) s he independent of those 
resnonoible for ca.oh fUnotionB? 
• Yoe. 
13. Does the systom provide for the 
regular ro'ViG r of the personal accounts 
by respone le o~£icial in order th t 
balance do not remain outstanding for 
-148 -
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f r l ng periods? o . 
ACC m. LS D mPA liEli $ 
14. llo r does the co a:ny account :for 
eJt.pense ecruals and prepayment ? Yee. 
as belo T 
(Where appropriate, detailed memorond 
records of expense accruals, propeyments 
and loe tions mey b~ maintained suppo 
ing the nomin 1 ledger accounts e. g. I 
insurano regioters, details o:f rent, 
ratea, light, hoat and power.) 
· 15, li'ho~e detailed memoro.uduo records 
are maintained, ho -r of'ton are they 
reconciled 1i th the nominal ledg r 
control accounts . 
Yearly. 
16. Are the detDilcd memorandum records , 
perio ic l r · o t d to ensures- j 
( ) h t thoy .re compreh nsi v..,; 
Yee. (b) that the periodic write-offs 
are realistic; . Yos. ( c) that the baln.nces ou tat an ing 
1hi oh are carried fo:M rd to 1 f'uture accounting periods ar 
1
. 
reasonable? Yea. 
17. Is this :runction carried ut by e 
person ind pendent o -·- I 
(a) those mo maintain the Yes. ·
1
i 
de-tailc records; 
( b) cash :funct ons? Ye _ I 
O!fl R REVE · E 
18. Docn he company derive revenu , 
thcr then that dealt 11th through 
I 
I 
I 
. , Yoa.L' 
No. 
( deacri be)? _ _ _ _ ----·--
L-~~~~~~~~~~~~--~~-
ormal. sales, from:-
ial rents; b royal.tios; · c other sources 
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• f uah revan 
rotum )? 
ent o la. 
20. Are budgets prepar ll for e o t d 
re u o t ia natu e Ro. 
II1T ~ 
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LANCE SHEET AT 30th. JUNE 196.7. 
1966 
-531493 
14,aoo 
'."----
14,088 
FIXED ASSETS (Note I) 
INVESTMENTS . {Note 2). 
!_UBSIDIARY COMPANIES 
Shares at Cost · 
~: Pre-acquisition profit wrtiten off 
Add: Amounts due from Subsidiary Companies 
~: Amounts due to Subsidiary Companies 
--- .CURRENT ASSETS 
$ 2, 114,088 
70,482 $ 2,043,606 
967,151 
3,010,757 
l,980,100 
12,397 
72,177 
Loan to Malaysia Hongkong Land Development Sdn. Berhad $ 2,285, 1.97 
Amount due from Lim Foo Yong Sdn. Berhad (controlled by a director) 
10.1 08 
51,070 
18,147 
~ 24,325 
::---:: 
B5,44o 
~
69,019 
49,156 
-_.;_ 
19,863 
""-----
00,000 
00,000 
31,863 
88,ooo 
Other Debtors 
Bank Balances:-
Fixed Deposit 
Current Account 
Deduct 
-
CURRENT LIABILITIES 
$ 1,000,000 
9,513 
Trade Creditors $ 37,805 
240,423 
224,596 
7,002 
315,000 
Other Creditors and Accruals (1966 $32,644 secured) 
Current Taxation · 
Unclaimed Dividends 
2nd Interim Dividend payable on 30.10.67 
.NET CURRENT ASSETS 
.. . 
Dedua 
-
DEFERRED . LIA B ILITY 
41,742 
1,009,513 
3,336,452 
824,826 
Instalments under Hire Purchase Agreement payable after one year (secured) 
REPRESENTING 
SHARE CAPITAL 
Ordinary Shares of $1/- each 
Ordinary Stock Units of $1/- each 
RESERVES AND SURPLUSES 
Unappropriated Profit 
RESERVE FOR FUTURE TAXATION - 1968 
Authorised 
$ 9,500,000 
10,500,000 
$ 20,000,000 . 
$ 7,157,565 
535,812 
1,030,657 
2,511,626 
11,235,660 
144,674 
$ 11,090, 986 
$ 
Issued 
10,500,000 
10,500,000 
60,986 
530,000 
---= 19,863 ----$ II ,090,986 
==-
-152(a)- 11 
Un
ive
rsi
ty 
of 
Ma
lay
a
in Hotels Malaysia Berhad 
fT & LOSS ACCOUNT. FOR YEAR ENDED 30th JUNE 1967 1966 • • 
S4,266 TRADING PROFIT BEFORE TAXATION 
M,500 
)2,390 
2,000 
r1 ,400 
i2,282 
l0,000 
AFTER CHARGING:-
. Directors'. remuneration (Note 4) 
. Depreciation o(fixed ass.ets 
Auditors' remuneration 
Rent of leasehold property 
AND CREDITING (Gross) 
Interest on loans and fixed deposits received 
and receivable 
Dividends from subsidiary companies 
Less 
$ 27,000 
316,938 
5,000 
371,400 
$ 253,387 
750,950 
MALAYSIAN TAXATION ON PROFITS · FOR THE YEAR 
6, 147 Income tax $ 500,000 
0,000 Development tax 30,000 
·6,147 
8,119 TRADING PROFIT AFTER TAXATION 
Less 
EXCEPTIONAL ITEM 
0,000 Preliminary expenses written off 
8, 119 
Less 
Income tax adjustment-prior years 
8,744 Unappropriated profit brought forward 
·6,863 
Les$ 
Pre-acquisition profit in a subsidiary company 
written off 
Less 
Dividends, less tax 
5,000 I st interim of 2-}% paid on 28-2-67 
2nd interim of 5% payable on 30-10-67 
1,863 UNAPPROPRIATED PROFIT 
- 152 -
$ 157,500 
315,000 
$ I ,j.02, I OS 
530,000 
S72,105 
672,105 
100,000 
572,105 
31,863 
603,968 
70,482 
533,486 
472,500 
$ 60,986 
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Appendix 4.1 
To: 
HOTEL MERLIN BERHAD 
BOOKINGS CONFIRMATION 
Please book accommodation for:-
Surname ·········································-································-····················-········-····················-···········: ......... · 
. 
Christian Names ....................................................................... ····-····- ··-····---·····-····-·· 
From. ........................................................ ~ ............. To_ .................................................. ......... . 
Arriving by ·················-······················:······· ............... ···························································· 
Leaving for ·····················································································-···········-··--·········-·:···-······ 
Own Account or Firm's Account... ........................................................ . ; ....... . 
Address ............................. : ..................................................................................... .......................................... . 
········································ ········ ···················· ····· ······················ ·················· ··········· 
····· ·························· 
········ ····················································································································:·························:······ 
-·-····-·········-····-·····-·-····--····--·······-·-··--·-·-··--··- .. Telephone No ................................. . 
Type of Room_ ........................................................................ ~ ............ ........................ . 
Date ............................ ·- ······-······ - ············· 
Signature···············:······················································· 
Culture Pren Ltd. K. L 6135 
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o ••••• 
D t 
• t3ala.nc 
Gu st Signatur •••••••• 
Cb rg to ••••••••••••• 
Ifo.1234 
Prot ion •••••••••••• 
I.C./Pa.ssport o •• ~··••••• Pl c 
atio lity •••••••••••••• Countl"Y 
d d t o is •••••• 
d dat of b rth ••••• 
D t of arrtvai ••••••••• From ••••••••• By •••••••••••••••• 
irm's ddr s •••••••••••••••• 
•••••• 
Sig tur •••••••••••••••••• 
Roo Na •••••• Dail rate ••••••••• Clerk's initi l •••• 
!IIE ABOVE I NFO ~IOI FO.R GOVE. 
PURPOSES 0 LY 
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Appendix 4.4 
HOTEL MERLIN LIMITED 
BIN CARD 
Size 
......................... 
Articles . 
............ ............................................. 
Issued 
Date Supplier 
Quantity 
Received Req. No. Quantity . 
( --------- ------ --·· -- --
- -· ____ _._ __ _ 
---- ---- -- --
- --·-------
,------
. 
-----
-------- - - -
- ------
---------- ----1 
L_ __ _ 
----------
-------
:-----
---
...__ --
-- --- -
- ---- -~-.. 
---.--
r 
i 
r-·--
>---
---- ·- ---·- --- ---
------ ---------------
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No ................. : ... . 
Maximum Qty ..................... . 
Minimum Qty ............. ... ..... . 
Price . .................................. . 
Balance 
Quantity Remarks 
- .------.-. 
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HOTEL MERLIN Ll.MITED 
BARS iSSUED DAILY SUMMArtY REPORT BY STORE DEPARTMENT 
Date .. _ ............. _ ....................... -.....•...... .. ................... 
--· 
Particulars Bowling i\lley Dragon Court Arthur's Caves Bamboo Bar Floors Chien~mai Room Total 
Liqueurs & Wines 
---, 
---- -- ~1---
Beers Stouts 
I. 
--·1------1--- ------ ---1------1---1- ------- ------1-- -- ------ - - -- 1---+----1--
----- ----~1--11------1-- 1-----~1---I I 
~ Minerals & Cordials I 
-- --lo. :i --1- - ------------1--- ------- ---·- ------· ·----- --- ----- --
I Cigs. & Cigars 
- - ·1------1--- ------1---1------1- --1------- - - - · - --·- - - 1------1---- ------ - ·---
Food Stuff 
- ---- ------- - - --- !1------------------------·---·------ ---- ·- ----------- --11------ -·-·------·- -
TOTAL I 
Storekeeper' 1 Signature Un
ive
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Stock Closing As At••••••••••••••• ·. 
B/C No stock Tota l 
-275 
-254 
86 
87 
721 
91 
83 
85 
84 
691 
303 
90 
82 
~0- .84 Old Smuggler . 
------~--,--- -~-,----~~---,.---------, 
~O Ancestor ~Vhisky 
443 20.84 Chivas Regal S0 otch ',/h:i.sky 1----· ----~~-~~---~~-----~~~~~~~~~~ 6
-67 Highland Qn een Vhisky 82-A 
~
13.se ~een Anne '4hisky 483 
J.8:00--·- Old Parr ~·Jhisky 
------ -Old Ral'i ty Scotch Wj j_sky 
501 
538 
---- - - ---------- - - ---------------lS,9_0 ___ Cluncy Whisky 730 
--
------16.40 ---------------------------~ ·John James0n Whisky.. - 374 
700 - .-----. S .oo Duclin :'/bi sky 
l?:os---Canadian Club '.:Jhisky 301 
l6~5s Seagram v. 0. '4hisky 307 
-~-------------------~~-~-J.S o42 Long John \ lhiksy 
16:28- Teachers T·!hisky 
JA:so ·---Four Season .w11i sky 
lal.56 Old Taylor 1·/hisky 
18:93 o""f(J""Grandad 
~. ·.)o-- -- - - . -· 
u 5ourb~n Ten -h~fh Nisky 
....... 
lg·60--Jac1( !5Bnci l Green L1b..., el 
le.20 
-
OlrJ Fori: sf '= r -
4 . 150 
2·.10 
Saka -- -
5 99 
610 
697 
231 
232 
---------- 679 -
713 
714 
661 
662 
11. 
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H ARLEQUIN LIMITED ~ 
SALES SUM.MARY DAILY REPORT Date ............................... ·--··-···-··-···--· .. -····--
Dragon Tea Bamboo Credit Sub Total 
Court Room . Floors Bar Cash Sub Total Combined Total 
., 
Cash 
RESTAURANT 
Credit 
- · 
. ,_ 
-
I Cash j BAR 
Credit ~ Cash I 
CIGAREITES ' 
Credit 
. 
TOTAL 
Cash 
SERVICE CHARGE 
Credit 
. 
~· 
GRAND TOTAL I ! I 
Culcur• P'r•u Led. K. L. 6005 
. . 
CREDIT SALES 
Dragon Tea Floors Bamboo ACCOUNTS Cour.t Room Bar Total 
CITY ACCOUNTS 
. 
RESIDENTS 
Jl.CCOUN1S I 
TOTAL 
I -·······-····················p;;ij,_;;.;J·· .. 
- --~ 
a-y···················· .. ·········· 
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Appendix 4.8 
CONFIDENTIAL 
NAME .. . .... .... .... . ....... ... .... . ... . ............ . ........ . ..... . A/c No. : .. . .. . .......... . 
(In Block Letters-Personal or Firm) 
Date ................................... .... . 
MERLIN LIMITED 
Kuala Lumpur. 
Dear Sir, · · 
I would request that you authorise my signature as acceptable when 
obtaini1~g service in the Merlin Ltd. and agree to settle such signed liabilities 
by the 7th of each month following that during which I may have signed fot 
such service. 
Yours faithfully, 
Specimen of Signature ...... .. , .. .. .. . ........... ... .. . 
Office Address ............... .. . .... .............. . ...... . ....... .. . . . .. ....... . ........ . .... . ... ... . 
.... . ..... ... ...... ... .. . ...... . .... ." ........................... . ...... .. . . Tel. No . .. . . ............ . .. . 
Occupation/ Position . ..... . .... . ........................ . 
Employer/ Agent .. ..................... : ............ . ................................. .. . . ........... . 
Home Address ... . ......... : ........ . .-:.' .... . .. . ~ .. .. . .............. . .. ....... . ........ ..... . .. . ..... . 
.... ~ . ...... ." .... · .... . ......... . ...... . .. ....... ................ . .. . .. .... . Tel. No . . . .... . . . ......... ' .. 
EMPLOYER'S OR AGENT'S GUARANTEE TO COVER IN EVENT OF DEFAULT 
IMPORTANT 
I agree to cover any default in payment of Mr ... ............................. . 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . up to a limit of S ............. ....... ... . 
(Dollars ............................... ... .. : ............... ... . .. ..... ............... . .... : .... . ........ . 
Only fully completed appli-
cations will be considered. 
- 173 -
Signed ........... . ............................. . 
C.S.C.K.U llS-65 
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Appendix 4.9 
· ' HOTEL MERLIN 
OVERTITilE R3CORDS. 
. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . BADGE NO .. .•...••....... 
··:EPT /FLOOR . . . . . . . . . . . . . . . . . . . . POSITION ........ . .......... · . 
-
'Date Time Hours Amount Remarks 
/ / 
. 
/ 
! 
. 
.. 
I 
- l 
I 
' 
.1 
. 
.. • 
. 
i: 
--
; 
: 
I 
I 
I 
,- ------'--------1---~----....f-------------~ 
Total 
........................ 
Signature of Dept . No . 1 
r } 
. 
..... .-... __________ ,___, _____ .....,._~·'-'--'-_... ______ ___. 
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